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OBJECTIVE
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Function rooms are to be set up in a professional manner as per guest requirements.
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POLICY
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Every function room is set in a standardised and professional manner reflecting the guest
requests as detailed in the Banquet Event Order (BEO).
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Brand guidelines are adhered to.
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PROCEDURE
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The function room must be fully set up two (2) hours prior to the event start time.
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Layout Styles
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The client will request the room to be set in a particular style subject to their meeting objectives.
There are many different layout options; listed below are the most popular —
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Theatre

JE A 5] 1) 22 DO RE T O RU 5 RE ) A B, P RDE SR B TE 73 T . A5 B S Ol R RESiL
H AT TE

Rows of chairs facing the front of the room, divided by a centre and/or side aisles. Aisles
must be provided to ensure access to exits in an emergency.
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Straight rows is the standards, however they can also be angled toward the focal point.
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Offset each row so that attendees don’t have to look over the person in front of them (if
space is limited, don’t do this as it will increase the space required).
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If using banquet type chairs, space them 3" - 6” (7-15cm) apart as these chairs are
normally narrower than most people’s bodies and allow 24” (60cm) between rows.
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Boardroom
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A rectangular or oval table with chairs around all sides and ends.
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If one single table is not available, standard conference tables can be placed together to
form one solid surface.
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If a presentation will be taking place, remove chairs from one end of rectangle so it is
open-ended.
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U Shape
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A series of conference tables set in the shape of the letter U, with chairs around the
outside.
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A minimum of 2’ (60cm) of table space is required per attendee.
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Skirt the inside of the ‘U’ if attendees are being seated only on the outside (only required
if tables don’t have modesty skirts)
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Classroom
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Rows of conference tables with chairs facing the front of a room (and usually a speaker),
providing writing space for each person.
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Tables that extend beyond the stage or podium can be angled toward the speaker.

POV B NRRE 2 AN (60 oKD asfa]. (AR 2D, Wlfe i 2 24
[A]) o

Allow for approximately 2’ (60cm) of space per person at each table. (More space may
be required depending on the amount of materials).
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Minimum recommended space between tables is 3’ (90cm). Provide 3%’ (1metre) if
space allows, for ease of movement in and out of rows.
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Cabaret (also known as cluster, open ended rounds or crescent moons)
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All delegates facing front-centre on round tables. If using a 6’ (1.8 metre) table, seat 6 —7
guests per table. If using a 4’ or 5’ (1.2m or 1.5m) table, seat four guests per table.
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Suitable for groups from 15 and above. This style is good for workshops and any
meetings where there the delegates have a lot of material, participate in group work or
interact throughout the meeting.
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Banquet Rounds / Dinner Style
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Round tables usually set for 10 people (maximum 12 people on a 6'/1.8 metre table) all
the way around the table.
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Usually used for dinners/luncheons/weddings or in break out rooms where group work
takes place.
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Cocktail/Reception
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An informal layout often used for cocktail events.
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Small tables and chairs or cocktail tables are scattered throughout the room.
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Often there may be no seating or limited seating only.
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Standard Meeting Room Requirements
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Place the following items in the meeting room as per the Banquet Event Order (BEO):
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Registration table set outside the meeting room
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Display the function sighage outside the meeting room
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Head table / Presenter table — ensure the table has a modesty skirt or if not, skirt the
table
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Stage — this will usually only be required in larger meetings
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Tables and Chairs - set up according to the layout requested. Tables may be left bare
(refer to hotel standard) or covered with conference table cloths. Ensure tables are
aligned correctly and evenly set around the room. Check that the screen and presenter
can be viewed from all place settings.
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Each setting is to have the following items as a minimum (refer to brand and hotel
standard) —
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Several sheets of the hotel’s letterhead paper placed on the table, directly in front of the
chair. There may be a conference pad used to hold the paper.
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Pen or pencil to the right of the paper
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Water glass placed on a coaster. Set above the tip of the pen or pencil. Place bottle of
water next to glass (if applicable)
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Mints/Candies (may be individual or communal — e.g. one bowl between three).
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Meeting equipment as listed on BEO, e.g. lectern, whiteboard, flipchart etc. and audio visual
equipment - microphones, LCD projector, screen, sound system etc. Wi-Fi (where available)
is enabled and password available for host.
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Coat rack and international power adapters to be available on request.
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Refreshment break tables (set in the back of the room if a designated area outside the
meeting room has not been allocated). Refer to ‘Set Up — Refreshment Break’ Policy
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In addition to the prescribed layout and equipment requested, each meeting room is to have
a Facilitator toolkit containing the following items —
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Scissors
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Sticky tape and masking tape (for securing boxes of event material)
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Stapler with extra staples
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Hi-lighters in at least two colours
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Paperclips
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Ruler
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Blu tack

= BOMABR AR CRARRSAETE)

Extra whiteboard and flipchart markers (in various colours)
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Post it notes
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Pens and pencils
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Once the room has been completely set, the Food and Beverage employees working in
Conference and Event Operations (C&E Ops) are to cross check -
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There are the correct amount of tables and chairs
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That no one will sit on a table ‘leg’ (relevant if using round or rectangular tables)
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That all tables have been set with the appropriate amenities
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There is enough room at each setting (e.g. imagine each guest will have a big folder or a
laptop).
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All equipment has been placed in the room
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All guests will be able to see the screen and the presenter.
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Internet is working
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Air-conditioning is set to 23 degrees Celsius (unless stipulated otherwise on the BEO or
the hotel has a different standard) and should be turned on at least one hour prior to
guest arrival.
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